
JOB AID – ADD MULTIPLE LINE ITEMS TO A REQUISITION 
 

 
It is recommended to create separate line items for each item in your order.  This helps to avoid matching issues when 
the invoice is processed. 
 
 
ORDER EXAMPLE: 
 

ITEM QTY UNIT PRICE TOTAL PRICE 
Book A 4 25.99 103.96 
Book B 3 19.99 59.97 
Shipping & Handling 1 9.99 9.99 
   $173.92 

 
 
 

1) Select the appropriate Marketplace Form to place your order. 
 
 
 

2) Open the form and enter the information for line 1 of your order. (Eg. Book A) 
 
 
 

3) From the “Available Actions” drop-down menu, select “Add to Cart and Return” and click “Go”.  This will add the 
first line item to your cart and return you to the form. 

 

 
 
 



 
 
 

4) Continue following steps 2-3 for each remaining item in your order. 
 
 
 

5) After you complete the form for your final item, change the “Available Actions” selection to “Add and Go to 
Cart” and click “Go”.  This will bring you to your cart where you will have all the line items for your order. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6) Select “Proceed to Checkout” and continue placing your order as you normally would. 
 

 


